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ARTICLE |

PREAMBLE

The Administrative Code was adopted by Erie County Council on July 5, 183&mt to

the mandate of Article XI, Section 12, of the Home Rule Charter for the County of Erie,
Pennsylvania(adopted by the citizens of Erie Guy on November 2, 1976County
Council readopts the Administrative Code ordinance every four years so that necessar
changes may be made as County Goventraeolves from the original 1978odel.

The Administrative Code/as intended by County Council b consistent with the Home

Rule Charter and to make adequate and specific provisions pertaining to the operations o
County government. The matters addressed in the Administrative Code are set forth in the
Table of Contents.

Although the Administrative€ode will be useful to all persons involved and concerned in
County Government, it is more than a guideline. It is an ordinance adopted by County
Council and, therefore, is law. It can be amended, but must always be in force so long as
required by Artile XI, Section 12, of the Home Rule Charter for Erie County,
Pennsylvania.
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ARTICLE Il

ORGANIZATION AND STRUCTURE OF COUNTY GOVERNMENT

Section 1 General Outline of Organization of County Government

A. Leqislative Branch

The legislative branchof County government consists of the County
Council which shall have such powers and perform such duties as are provided for in
the Home Rule Charter for the County of Erie.

B. Executive Branch

The executive branch of County government is headed bl elected
County Executive who shall have such powers and perform such duties as are
provided for in the Home Rule Charter for the County of Erie.

C. Administrative Departments

The following departments are administered by department directors
appointed by the County Executive:

Department of Corrections
Department of Finance
Department of Public Health
Department of Human Services
Department of Law
Department of Library Services
Department of Operations
Department of Human Resources
Department of Planning
Department of Public Defender
Department of Public Safety
Department of Veterans Affairs

D. Offices Headed by Elected Officials

The following offices are directed by elected officials:

Office of Clerk of Records
Office of Controller

Office of Coroner

Office of District Attorney
Office of Sheriff




Sixth Judicial District of the Commonwealth of
Pennsylvania. the Court of Common Pleas of Erie County

The following departments are administered by department directors

appointed by the judges:

Courts and Related Offices
Department of District J udges
Department of Domestic Relations
Department of Adult Probation
Department of Juvenile Probation

F. Boards and Commissions

The following are Boards and Commissions created by County

government according to Article Il, Section 1(}; and other specific provisions of the

Charter:

Board of Elections and Registration Commission
and Department of Elections

County Rdirement Board

Board of Tax Assessment Appeals

Edmund L. Thomas Hall Board of Managers
Mental Health and Intellectual Disabilities Board

Drug and Alcohol Advisory Board

Office of Children and Youth Advisory Board
Erie County Public Library Advi sory Board
Erie County Board of Health

Human Relations Commission of Erie County

G. Authorities and Other Agencies

The following are authorities and other agencies created by or related

to County government:

Erie County Housing Authority

Erie County Redevelopment Authority

Erie County Industrial Development Authority
Erie County Hospital Authority

Erie County Conservation District

Pleasant Ridge Manor

Erie County Metropolitan Transit Authority
Erie County Gaming Revenue Authority

Erie County General Authority

Convention Center Authority

Erie County Community Services Financing Authority
4




Section 2 Administrative Departments

A. Departmental Organization

1. Administrative Organization

The administrative service of the Conty of Erie shall be divided
under the County Executive into the following departments and heads thereof:

Dept. of Law County Solicitor

Dept. of Human Resources Director

Dept. of Finance Director

Dept. of Operations Director

Dept. of Corrections Director

Dept. of Planning Director

Dept. of Human Services Director

Dept. of Library Services Director

Dept. of Health Director

Dept. of Public Safety Director

Dept. of Public Defender Chief PD

Dept. of Veterans Affairs Director

and such other departments and heads as may be created by amendments to this
Code.

2. Department Heads

All department heads shall be appointed by the County
Executive and shall serve at the pleasure of the Countydtutive. Department heads
shall be chosen solely on the basis of such qualifications as are pertinent to the
function, duties, and operations of their respective departments and as are prescribed
by law.

3. Responsibilities of Department Heads

Department heads under the direction of the County Executive
shall have the responsibility to:

(@) Appoint, suspend, discipline, or remove, with the
approval of the County Executive, all subordinate officers or employees within their
respective departmerts, subject to the limitations prescribed in the County Personnel
Code and the collective bargaining agreements;




(b) Direct personally or through subordinates the
performance of all functions, duties, and operations assigned to and required the
department and its subordinate units by law, and such other activities as may be
required by the County Executive which are not in conflict with law;

(c) Assign duties and responsibilities to subordinate
officers and employees within the departmat and modify those assignments
consistent with and in response to changing needs;

(d) Develop and prescribe, in written form, an
administrative manual for the department which should include, but not be limited
to the following:

Q) Structure ofthe department;

(2)  Policies and procedures for the operation of the
department;

(3)  Appropriate internal administrative and budget
controls;

(e) Prepare and submit departmental budget requests in
accordance with schedules, forms, and policseas prescribed by the County Executive
or his or her designee;

() Exercise  budgetary control over department
expenditures in accordance with accepted County procedures;

(9) Prepare and submit reports prescribed by the County
Council and/or the Caunty Executive or his or her designee;

(h) Establish and maintain a system of records and reports
in sufficient detail to furnish all information for proper control of departmental
activities and to form a basis for reports required by the County Couil@and/or the
County Executive;

0] Keep the County Executive informed of arewide,
regional, and intergovernmental activities, as they affect the County, and make
analyses and recommendations regarding such activities and policies when
appropriate;

0) Keep abreast of developments in law, administrative
policies, management techniques, and technological advances and make
recommendations thereon;




(K) Serve as a member of any committee or as a staff officer
or provide staff services to any authaty, board, or commission to which the
department head may be assigned by the County Executive;

)] Implement personnel planning and employee
development policies for the department;

(m)  Establish and enforce rules and regulations for the use of
County facilities and services;

(n) Issue such licenses and permits as may be required by
law;

(0) Develop and recommend to the County Executive rate
structures for those services for which user fees are charged;

(p) Establish liaison and mainain communications with
related agencies, authorities, boards, commissions, and committees of the County,
local government, State government, and federal government;

(), Submit to the Department of Law for preparation and/or
approval all contracts, ageements, or other legal documents, before the same are

executed; and

(r) Regulate the use of and provide for the maintenance of
department vehicles, including: Department heads shall park all County vehicles,
owned or leased, on County property after 80 p.m. Department heads shall log the
mileage of all County vehicles on a daily basis and make such logs available for
inspection by the Director of Administration or his designee.

B. Director of Administration

1. Function

The Director of Administration shall perform administrative
duties and shall exercise supervision over the executive branch of the County
government as the County Executive may direct. He or she shall be appointed by the
County Executive, shall serve at the pleasure of ti@unty Executive, and shall devote
full time to the office.




2. Responsibilities of the Director

The Director of Administration shall have the responsibility to:

€) Supervise those departments designated by the
County Executive order dated Jue 3, 1983, as follows:

Corrections
Human Services
Planning
Operations
Health

Public Safety
Library

In doing so, to meet regularly with those department heads, to plan and conduct at
least quarterly staff meetings for all deprtment heads under the Executive, and other
departments, as suitable.

(b) Submit to the County Executive no less than twice
each year regular reports reviewing the operation of each department under the
Executive and evaluating each program providelly the County of Erie.

(c) Directly supervise all the internal operations of
the Courthouse, all Countyowned and leased buildings, including maintenance,
telephone, printing, mailing, and the allotment of space and parking.

(d) Oversee Purchasig and maintain records for the
County Executive indicating items purchased in general terms, cost per item, and
methods used in selection.

(e) Monitor all insurance needs for the County of
Erie; review insurance on an annual basis in order to assurbldt insurance meets the
changing needs of Erie County, and that it is purchased according to the purchasing
procedures.

() Act for the Administration in providing
information and assistance to County Council.

(9) May act for the Administration in providing
information to the media and general public, as directed by the County Executive.

(h) May assist in the coordination of all grant
activities.




0] Relate directly with all municipal officials and
members of organizations seeking asstance from the County of Erie.

()] Communicate with other elected officials on a
regular basis in order to provide coordination among all offices of County
government.

(K) Coordinate monitoring of State and federal
legislation and regulations n order to provide information relating to County
programs.

()] Interact with community, state, and federal
economic developmentagencies

i)' AO AO OEA #mithdnke Otyd Briel EAEOI
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ECIDA, Erie Regional Chamber & Growth Partnership, and others,
participate as a member of the Lead Economic Development Team

(i)  Monitor the performance of the Revolving
Loan Fund (under the E.C. Redevelopment Authority), as well gsants
for entrepreneurial assistance, workforce development, international

trade, et al; provide County Council with periodic updates
(m) May act for the Administration in the attendance
of all Board meetings where there is not a special representat of the County
Executive.

(n) Coordinate all special projects, such as the Three
Year Plan, budget submissions, and other projects that may occur.

(o) Perform such other duties as may be assigned or
delegated by the County Executive.

C. Organization of Departments




Department of Corrections

@) Function of the Department

The Department of Corrections shall be responsible for
the operation of the prison, prerelease operations after prison, and such related
offices,agencies, and programs as determined by County Council from time to time.

(b) Department Head

The Department of Corrections shall be headed by a
Warden who shall be appointed by the County Executive and shall serve at the
pleasure of the CountyExecutive. The head of the department shall be responsible to
the County Executive for the proper performance of the department.

(c) Responsibilities of the Department

The Department of Corrections shall have the
responsibility to:
0] Provide for the safety and weHbeing of all
individuals remanded to the prison;

(i) Provide reasonable health care services to
all prisoners;

(i)  Administer reasonable rehabilitative
services consistent with public safety;

(iv)  Provide written rules, regulations, and
policies to insure the proper operation and safety of the prison;

(V) Maintain all records and documents as
required by Erie County and applicable federal and State law;

(vi)  Recommend staffing to insure the secunt

and custody of all prisoners;

(vii)  Review or prepare applications for grants
relating to the Department of Corrections and advise the County Executive or his or
her designee as to the need and priority of said grants;

(viii)  Monitor and evaluate the effectiveness of
rehabilitative staff, programs, and grants for the County Executive;




(ix)  Provide coordination of correctional
services with the Courts and other County, State, and federal agencies, bureaus, and
boards; and

(x) Perform such other duties as may be
assigned or delegated by the County Executive;

(d) Organization of the Department

The Department of Corrections shall be made up of the
following:

Warden

Security

Treatment

Pre-Release Program

Operations

Department of Finance

€) Function of the Department

The Department of Finance shall perform the function of
administering the financial affairs of the County of Erie and each of its agencies,
boards, commissions, departments, andffices.

(b) Department Head

The Department of Finance shall be headed by a Director
who shall be appointed by the County Executive and shall serve at the pleasure of the
County Executive. The head of the department shall be responsible to tBeunty
Executive for the proper performance of the department.

(c) Responsibilities of the Department

The Department of Finance shall have the responsibility

to:

0] Collect and/or receive allfees, revenues,
and other funds, including tangble assets, on behalbf the County of Erieand for
which the County of Erie is responsible;

(i) Require all County agencies, boards,
commissions, departments, and offices to report and remit all receiptancluding
tangible assets,as often as theDirector of Finance deems desirableprovided, all
County agencies, boards, commissions and departments shall complete and file an

11




Acceptance of Tangible Asset form with the Director of the Finance Department, who
shall thereafter provide County Council wih a report of tangible assets on an annual
basis;

(i)  Deposit funds in depositories in
accordance with procedures established by resolution of County Council;

(iv)  Administer a system for the collection of
municipal tax claims ar liens in accordance with law;

(V) Administer a system for the sale of licenses
on behalf of the Commonwealth of Pennsylvania as may have been in the past
conferred by applicable law upon the County Treasurer;

(vi)  Assess real estate for taxyrposes;

(vii)  Prepare tax rolls which are not prepared
by other political subdivisions of the County;

(viii)  Maintain and update annual inventories
of equipment and furnishings located in County administrative buildings;

(ix)  Maintain a uniform accounting system

including the payroll system for the County and each of its departments, boards,
commissions, agencies, and offices applying generally accepted accounting principles
for governmental units;

(x) Exercise financial budgetary ontrol over
each of the agencies, boards, commissions, departments, and offices of the County;

(xi)  Verify the appropriation, allotment, and
availability of funds for all bills, claims, and demands made upon the County of Erie;

(xit) Disburse dl payments for approved
expenditures of the County of Erie or for which the County of Erie is responsible,
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necessary;

(xii)  Provide for the prudent investment of
funds in accordance with procedures established by Article 1V, Section 9;

(xiv) Prepare and transmit all claims for
reimbursement to the applicable federal and State agencies;
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(xv)  Submit on a monthly basis to the County
Executive and to the County Cocil a statement of the revemes and expenditures for
the preceding month and for the fiscal year up to and including the preceding month;
said statement shall be sufficiently detailed as to appropriations, allotments, and
funds to show the exact financiatondition of the County and of each of its agencies,
departments, and offices;

(xvi)  Submit annually to the County Executive
and to County Council a report of the financial transactions of that year and the Erie
County CAFR (Comprehensive Amral Financial Report);

(xvii) Assist the County Executive in the
preparation of the annual operating budget, and the current three year plan;

(xviii) Administer a system for the collection and
remittance of the hotel/motel tax; and

(xix) The Finance Director is responsible for
obtaining bids for the Annual Tax Anticipation Note (TAN);

(xx)  Perform such other duties as may be
assigned or delegated by the County Executive;

(xxi) Prepare the Administrative Proposed
Budget ninety (90) days before the end of the calendar year, and submit to County
Council;

(xxii) Manage the financial and administrative

~ o s S
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(d) Organization of the Department

The Department of Fhance shall be made up of the
following functional units:

0] Director;

(i) The Bureau of Assessment which shall
carry out the responsibilities set forth above in Paragraph (c), Subparagraphs (vi) and

(vii);

(i)  The Bureau of Rvenue and Tax Claims
which shall carry out the responsibilities set forth above in Paragraph (c),
Subparagraphs (i), (i), (iii). (iv), and (v);
13
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(iv)  The Bureau of General Accounting which
shall carry out the responsibilities set forth above in Pargraph (c), Subparagraphs
(viii), (ix), (x), (xi), (xii), (xiii), (xiv), ( xv), (xvi), (xvii), (xviii), (xxi), and (xxi).

3. Department of Health

(@) Function of the Department

The Department of Health shall promote, preserve, and
protect the health, safety, and welbeing of the people and their environment in the
County.

(b) Department Head

The Department of Health shall be headed by a Director
appointed in accordance with the provisions of the Local Health Administration Law,
as anmended 1959, Dec. 16, P.L. 1847, Section 1; Dec. 14, P.L. 851310 .Sectionl,
et seq.; 16 P.S. 812001, and the rules and regulations of the Pennsylvania Department
of Health promulgated pursuant thereto and the Erie County Home Rule Charter. The
Director shall be responsible to the County Executive and the Erie County Board of
Health for the proper performance of the Department.

(c) Responsibilities of the Department

The Department of Health shall execute the powers and
duties vested in it bythe laws of the Commonwealth and the rules and regulations of
the State Department of Health, Department of Environmental Protection,
Department of Agriculture and other departments, boards, or commissions of
government, including, but not limited to:

® Entering and inspecting at reasonable
times and in a reasonable manner without delay, hindrance, or fee, any places or
conditions whatsoever for the purpose of enforcing health and safety laws, rules, and
regulations;

(i) Abating  nuisances  or conditions
detrimental to or affecting the wellbeing of life and health;

(i)  Accepting gifts or grants of money,
property, or services from any sources, public or private, when not inconsistent with
the laws of the County, State, or federal govement, and utilizing facilities and
personnel when offered gratuitously or by contract with the approval of the County
Executive;
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(iv)  Issuing permits and licenses and collecting
fees;

(V) Promulgating and enforcing such rules
and regulations n accordance with the Local Health Administration Law or the Home
Rule Charter for the County of Erie where applicable and appropriate to accomplish
the functions of the department;

(vi)  Appointing and employing personnel in
accordance with the stan@rds of personnel administration and staffing patterns
prescribed by the State Department of Health and the County Personnel Code when
not in conflict;

(vii)  Providing health services to include, but
not be limited to, chronic disease, communicable isease control, including
tuberculosis and sexually transmitted diseases; maternal and child health services;
public health nursing services; and public health laboratory services;

(viii) Providing environmental health services
to include, but not belimited to: food protection, water supply, water pollution
control, bathing places, vector control, solid wastes, institutional environment,
recreational environment, and the housing environment;

(ix)  Providing a public health education
program;

(x) Instituting such programs and functions
not inconsistent with the laws as may be directed by the Board of Health and the
County Executive;

(xi)  In addition to maintaining records,
reports, and other related matter as may be requiredhie Erie County Health
Department shall develop a form, duplicate in format, and approved by the County
Council, designed to keep an accurate record of its contact with the general public in
OEA AT 1T AOQOAOQEIT 1T &£ OEA AADPAOOI dhtlisinGeQardd A OD 1
to enforcement action or recommendation of enforcement. Such forms shall
include, but not be limited to, names of those contacted, addresses, dates, proposed
action, recommendations, and resolutions or existing or potential problems
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copy of such record shall be given to the person or entity involved and a copy shall
be retained by the Health Department.




(xii)  Cooperating with other public or private
agencies to promote utilization of available resources, to provide for comprehensive
health care planning, and to implement programs that will preserve and protect the
public health;

(xiii)  Ensuring that the County is prepared for
any potential public health disaster situation by the development of appropriate
emergency response capabilitiesand

(xiv) Providing an emergency plan toinclude,
but not limited to, the following areas: coordinate with other agencies in establishing
casualty care sites assist in mass fatality planning, provide guidance for a major
public health event such as a large disease outbreak, a chemical, biological, or
radiological event, and a pandemic.

(d) Organization of the Department

The Department of Health shallbe made up of the
following:

Administration

Community Health Services

Environmental Health Services

Public Health Preparedness

Health Education

Department of Human Services

€) Function of the Department

The  Department of Human  ServiceBMHID
Administrator shall be responsible for overseeing the administration of the Office of
Drug and Alcohol Abuse, the Office dlental Health and Intellectual Disabilities and
the Office of Children and Youth Services and such other age&es and programs as
County Council may from time to time determine.

(b) Department Head

The Department of Human Services shall be headed by a
Director who shall be appointed by the County Executive, and shall serve at the
pleasure of the County Executive. The Director of Human ServicddHID
Administrator shall be a professional in a human services field, possessing academic
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ten (10) yearsdexperience inan administrative capacity, five (5) of which shall be in
direct supervision of other qualified professionals.
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(©) Responsibilities of the Department

The  Department of Human  ServiceéMHID
Administrator shall have the responsibility to:

0] Oversee the administration of such offices
and human service programs as are assigned to the department;

(i) Develop a structural organization for
human services delivery in the County which provides an optimum mix of services to
an individual or family, with minimum destruction of functional and professional
autonomy in the community;

(i)  Develop a clientoriented management
information system and case management program to monitor and assure continuity
of care within and among programs andgervices of the department;

(iv)  Establish linkages to other human service
programs in the County to achieve maximum coordination among agencies and
programs, including coordination of planning effort;

(V) Review annual plans and budgetstimates
of the Office of Drug and Alcohol Abuse and the Office dlental Health and
Intellectual Disabilities, the Office of Children and Youth Services, and any other
agencies and programs of the department and to make such changes, comments, and
recommendations to the County Executive as are deemed appropriate. The
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Administrative Code and State law and regulations assigning authority to determine
priorities of need to the Drug andAlcohol Executive Commission, th&lental Health
and Intellectual Disabilities Board, and the Advisory Committee to the Office of
Children and Youth.

(vi)  Submit recommendations to the County
Executive and County Council concerning participation andufiding levels of other
human service programs not integral to the department, as requested by the County
Executive or the County Council,

(d) Organization of the Department




The Department of Human Services shall be made up of
the following:

® Office of Drug and Alcohol Abuse

@) Function of the Office

The Office of Drug and Alcohol Abuse is the
designated agency listed as the authority responsible for program planning and the
administration of federal and state funded ageements. Erie County shall agree to
Al TP U xEOE OEA OANOEOAI Al 00663 thiughOtheA
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such programs. The Erie County Office of Drug and Alcohol Abuse pd®ss local
planning for and administrative oversight to community based drug and alcohol
programs and contracts with providers for education, prevention, intervention,
treatment and treatment-related services.

(b)  Head of Office

The Office ofDrug and Alcohol Abuse shall be
headed by an Executive Director appointed by the County Executive in accordance
with procedures set forth; to manage the dayto-day operations of the office. The
Executive Director shall be responsible to the Director of Huan Services for the
proper performance of the office.

(o) Responsibilities of Office Head

The Executive Director for the Office of Drug and
Alcohol Abuse shall have the following duties and responsibilities:

(1) To insure that drug and
alcohol services required by the Pennsylvania Drug and Alcohol Control Act, Act
1972-63, are available which include a comprehensive Drug and Alcohol delivery
system of prevention, intervention and treatment.

(i) To report to the unty
Executive, keeping her/him informed and updated on all matters that impact the
department.

(i)  To function as a member of
the Department of Human Services executive team, collaborating with other program
offices as appropriate.




(iv) To administer the office to
ensure compliance with State and County ordinances.

(V) To maintain liaison with
governmental and private community services, agencies, organizations and state
operated facilities; and develop and maintain positive elationships with external
customers and stakeholders.

(vi) To prepare and submit an
annual report to the County Executive, Advisory Board, Bureau of Drug and Alcohol
Programs and the community which includes all activities of the program and
administration thereof.

(vi) To develop, negotiate and
implement all contracts with local providers for the provision of services under the
authority of the County Office of Drug and Alcohol Abuse.

(viii) To prepare the annual budge
based on service plans, negotiated rates and allocation of funds.

(d)  Responsibilities of the Office

0] Assess the need for services;

(i) Manage and allocate resources to
meet the needs;

(i)  Evaluate the effectiveness of
addressing the needs;

(iv)  Adjusting allocation of resources,
where necessary; and

(v)  Advocate for client services to
include coordination with other service agencies.

(i) Office_of Mental Health and Intellectual
Disabilities

@ Function of the Office

The Office of Mental Health and
Intellectual Disabilities shall carry out responsibilities assigned to the County by the
Mental Health and Intellectual DisabilitiesAct of 1966, Spec. Sess. No. 3, Oct. Q.
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96, Art. lll, Secton 304, et seq., 50 P.S. 84304, and other applicable laws and
regulations. Included among these are the prevention of mental disability, as well as
the diagnosis, care, treatment, rehabilitation, and detention of the mentally disabled.

(b) Head of Office

The Office of Mental Health and
Intellectual Disabilities shall be headed i an Executive Director appointed by the
County Executive in accordance with procedures set forth in thilental Health and
Intellectual Disabilities Act of 1966, supra. The Executive Director shall be
responsible to the Director of Human Services for the proper performance of the
office.

(c) Responsibilities of Office Head

The powers and duties of the
Administrator shall be in accordance with procedures seforth in the Mental Health
and Intellectual DisabilitiesAct of 1966, supra, Section 305, and are as follows:

0] To administer the County Mental
Health and Intellectual DisabilitiesProgram;

(i) To insure that County Mental

Health and Intdlectual Disabilities Services required by the Act are available;

(i) To monitor the availability of funds
for MHID and to alert the County Executive and County Council to such availability, if
any, and to inform them both as to the advantages araohy disadvantages to securing
such available funds;

(iv) To provide staff services to the
County Mental Health and Intellectual DisabilitiesBoard;

(V) To make such reports to the
Department of Public Welfare in such form and coamining such information as may
be required,;

(vij  To develop, together with the
CountyMental Health and Intellectual DisabilitiesBoard, annual plans for theMental
Health and Intellectual DisabilitiesPrograms required by the Act;

(vii)  To submit to the Director of Human
Services and the County Executive annual plans and estimated costs for the provision
of services, establishment and operation of facilities, and other related matters for
review, approval, and transmittal to the Department oPublic Welfare;
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(viii) To review and evaluate facilities
and services and to cooperate with the Department of Public Welfare in the
maintenance of established standards;

(ix)  To maintain effective liaison with
governmental and private commurity health and welfare agencies and organizations
and Stateoperated facilities;

(x) To submit an annual report to the
Director of Human Services, the County Executive, the Board, and the Department of
Public Welfare, reporting all activities of theprogram and administration thereof;

(xi) To analyze and evaluateMental
Health and Intellectual Disabilitiesneeds and services in the County and recommend
improvements to the CountyMental Health and Intellectual DisabilitiesBoard andthe
County Executive, conduct such research studies, and take such steps to adopt such
i AAOOOAO AO AOA

(xi)  To have such other powers and
duties which may be given to the Aministrator by the Mental Health Procedures Act
of 1976, July9, P.L. 817, No. 143, Section 101, et seq.; 50 P.S. §7101, and such other
rules and regulations of the Commonwealth of Pennsylvania as apply to the
Administrator;

(d)  Responsibilities of the Office

Subject to the provisions of Section 509(5)
of the Act, it shall be the duty of theOffice of Mental Health and Intellectual
Disabilities, in cooperation with the Deartment of Public Welfare, to insure that the
following Mental Health ard Intellectual Disabilities services are available in the
County:

0] Short-term inpatient services other
than those provided by the State;

(i) Outpatient services;

(i) Partial hospitalization services;

(iv)  Emergency service twenty-four
hours per day, which shall be provided by, or available within, at least one of the types
of services specified heretofore in this paragraph;
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(V) Consultation and education
services to professional personnel and community agencies;

(vi)  Aftercare services for persons
released from State and County mental health dntellectual Disabilities facilities;

(vii)  Specialized rehabilitative and
training services, including sheltered workshops;

(viii)  Interim care of mentaly retarded
persons who have been removed from their homes and who, having been accepted,
are awaiting admission to a State@perated facility; and

(ix)  Unified procedures for intake for
all County services and a central place providing referral seices and information.

(e) The Office of Mental Health and
Intellectual Disabilities shall also have thgower to establish the following additional
services or programs for the mentally disabled:

0] Training of personnel;
(i) Researt; and
(i)  Any other service or program

designed to prevent mental disability or the necessity of admitting or committing the
mentally disabled to a facility;

() Services herein required or authorized
may be provided either directly or by puchase of such services, except that in
accordance with the Act, unified procedures for intake for all Countilental Health
and Intellectual Disabilities services and a central place providing referral services
and information shall be provided directly through the Office ofMental Health and
Intellectual Disabilities.

(i)  Office of Children and Youth Services

) Function of the Office

The Office of Children and Youth Services
is responsible for the administration of the County Childremnd Youth Social Services
Program, and is designated as the County agency pursuant to Pennsylvania
Department of Public Welfare regulations, 55 Pa. Code, Chapter 3130.

(b) Head of Office
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The Office of Children and Youth Services
shall be hea@&d by an Executive Director who shall be appointed by the County
Executive. The head of the office shall be responsible to the Director of Human
Services for the proper performance of the office.

(c) Responsibilities of the Office Head

The Ofice of Children and Youth Services
shall be organized and staffed to ensure:

® Administration of the agency
including:

(@) The maintenance of case
records by County agency staff; and

(b)  The direct investigation and
asessment by County agency staff of complaints, requests, and referrals for service
to determine their appropriateness for:

(1)  Child Abuse
Protective Service;
and

(2)  General Child
Protective Service;

(c) Referral to other service
providers and agencies; and

(d) Cooperation with  other
providers and agencies to ensure the appropriateness and followp of referrals to
and from the County agency;

(i) Direct case management by County
agency staff of all cases aepted for service by the County agency including:

(@) Developing family service
plans as required by 3130.61, 3130.66, and 3130.67 (relating to family service plans,
case planning for children in emergency shelter care, and placement planning);

(b)  Assuring that services are
provided as required by family service plans;
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(c) Scheduling and conducting
case reviews as required by 3130.63, 3130.71, and 3130.72 (relating to review of
family service plans, placement reviews, and to dispdsinal review hearings); and

(d) Revising the service plans as
required by the case review process.

(i) Investigation of reports of
suspected child abuse and services provided to abused children and their families in
accordance with Chapte 3490 (relating to child protective services? child abuse);

(iv)  Develop an Annual County Children
and Youth Services Plan and Budget Estimate, pursuant to Act 148 Rules and
Regulations;

(v)  Provide written policies and
procedures which clearly describe the means for implementing the social service to
children and youth;

(vi)  Maintain  all records and
documents as required by law;

(vii) Assure departmental compliance
with all laws and regulations;

(viii) Maintain and work with an
Advisory Committee appointed by the County Executive pursuant to Act 148 Rules
and Regulations;

(ix)  Submit quarterly reports of
expenditures to the Advisory Committee, Director of Human Services, County
Executive, and Pennsylvania Departmerof Public Welfare;

(x) Review and evaluate the social
service delivery system and report annually to the County Executive, County Council,
and public regarding the Children and Youth program;

(xi)  Maintain adequate staff to insure
delivery of needed services consistent with available funds;

(xit)  Facilitate interagency coordination
of social services to children and youth;




(xiii) Facilitate resource acquisition and
development, and negotiate all purchase of social service agraents for children and
youth between the County and vendor agencies; and

. o ~_ (xiv) Provide oversight to the operations
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(d) Organization of the Office

The Office ofChildren and Youth Services
shall be made up of the following:

Child Welfare Services
Day Care
Edmund L. Thomas Adolescent Center

Department of Law

€) Function of Department

The Department of Law shall be the chief leg office and
counsel for County government, except as otherwise provided in the Charter.

(b) Department Head

The Department of Law shall be headed by the County
Solicitor who shall be appointed by the County Executive and shall serve at the
pleasure of the County Executive. The County Solicitor shall be duly admitted to the
practice of law in the Commonwealth of Pennsylvania and shall be responsible to the
County Executive for the proper performance of the department.

(c) Responsibilities o f the Department

The Department of Law shall have the responsibility to:

® Provide, upon request, legal opinions upon
any legal matter or question for County government, except as otherwise provided in
the Charter;

(i) Prepare and revi® ordinances or
resolutions when so requested by the County Executive;

(i)  Litigate all legal actions and claims
brought by or against the County of Erie, except in those cases in which other legal
counsel is retained;
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(iv)  Prepare and/or approve, upon request, for
legality all contracts, agreements, or other legal documents on behalf of County

government, except as otherwise provided in the Charter. A standard form of
agreement or contract which is expected to be used repetitiously may be pqoved as
to form only;

(V) Exercise, when deemed necessary, the
right to inspect at reasonable times the records of any County department,
administrative unit, board, commission, authority, or committee of the County in
connection with the performanAA 1T £ OEA PI xA0OO AT A AOOEA
office;

(vi) Exercise such powers, perform such
duties, and have sule authority as are given by law.

(d) Organization of Department

The Department of Law shall be made up of:

0] The office of the County Solicitor,
comprised of the County Solicitor and such Assistant Solicitors as may be authorized
by the County Council and appointed by the County Executive, which shall carry out
the responsibilities set forth in subparagraphs (i) hrough (vi) above;

(i) No County solicitor employed or
contracted by a department, office, or agency of the County shall represent such
department, office, or agency in litigation aimed at another department, office, or
agency of the County unlessugh representation is first approved by County Council
and the County Executive.

6. Department of Library Services

€) Function of the Department

The Department of Library Services shall provide the
highest degree of access to library matéls, services, informationand programs for
the residents of Erie County through innovative, imaginative delivery techniques.

(b) Department Head

The Department of Library Services shall be headed by
the Executive Director who shall be appointd by the County Executivewith the
assistance of the Public Library Advisory Board. The Executive Director shall be a
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duly certified librarian and shall be responsible to the County Executive and the
Library Advisory Board for the performance of the depement.

(c) Responsibilities of the Department

The Department of Library Services shall have the
responsibility to:

® Consider the entire spectrum of
knowledge to be its purview and consider the entire spectrum of the population of
Erie Gunty as its population;

(i) Provide access to current and wgo-date
materials, as well as provide access to the human records of the past factual,
imaginative, scientific, and humanistic? partly through its own collections and
partly through the interlibrary loan network in the region, State, and nation;

(i)  Collect and organize the human record on
all intellectual levels in many packages print, non-print, electronic;

(iv)  Provide for the lifelong educational and
vocational needsof the residents of Erie County;

(V) Provide information and materials for
recreational needs of Erie County residents including those information and
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(vi)  Provide for a variety of information to be
available to the residents of Erie County in order for people to negotiate their daily
lives, including information which is available only from human resources to which
the library users may be referred;

(vii) Preserwe what is best in the cultural and
ethnic differences of our heritage, including literature and the performing arts as well
as the humanities in general; and

(viii)  Assist in preserving the history of the Erie
community as well as cooperating with lgal, regional, and State historical and/or
genealogical agencies in this activity.

(d) Organization of the Department

The Department of Library Services shall be made up of
the following divisions and offices:
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Main Library :

Bookmobile

Circulation

Reference
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Technology

Administration

Branch Libraries
District Services

Department of Operations

€) Function of the Department

The Department of Operations shall be respaible for
the administering of all recreation areas and facilities owned by the County of Erie
and shall be responsible for the care of the administrative buildings and property
owned or leased by the County of Erie and for the supervision of central seces as
listed below.

(b) Department Head

The Department of Operations shall be headed by a
Director who shall be appointed by the County Executive and shall serve at the
pleasure of the County Executive. The head of the department shall be respible to
the County Executive for the proper performance of the department.

(c) Responsibilities of the Department

The Department of Operations shall have the
responsibility to:
® Administer all facilities owned by the
County;

(i) Maintain County administrative buildings
and grounds;

(i)  Supervise the daily cleaning of County
administrative buildings and adjacent grounds;

(iv)  Supervise the security system of County
administrative buildings, including assignments of keg and security measures;
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(V) Maintain proper safety precautions to
insure compliance with State, Ederal, and County regulations;

(vi)  Supervise the parking lots, including
assignment of spaces and enforcing of regulations;

(viit)  Supervise the central supply and the print
shop;

(viii) Supervise operations of the printing and
duplication services available in County administrative buildings;

(ixX) Ensure that equity prevails in all
commercial transactions involving déermination of quantity so that full weight and
measure are delivered, and fraud and misrepresentation are eliminated;

(x)  Supervise the communications network of
County administrative buildings, including the telephone system, public information
booths, and the switchboard,;

(xi)  Administer the purchasing system in
accordance with the purchasing policy procedures established in Article Il of this
Administrative Code;

(xit) Perform such other duties as may be
assigned or delegated byhe County Executive.

(d) Organization of the Department

The Department of Operations shall be made up of the

following:
Director
Print Shop
Switchboard
Security
Caurthouse Operations
Community Services Operations
Library Operations
Bureau of Purchasing which shall carry outthe
responsibilities set forth above in Paagraph (c),
subparagraph (xi)

Department of Human Resources
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(@) Function of the Department

The Department of Human Resources shall be
responsible for administering personnel services to the County Executive, the elected
offices, the Courts, and other units as may be provided by law or agreement, and shall
exercise general supervision over the personnel program of the Goty.

The Department of Human Resourcesshall also be
responsible for overseeing and supervision of the Erie County Office &ederal
programs covering the Affirmative Action Program - Equal Employment
Opportunities Programs.

(b) Department Head

The Department ofHuman Resourceshall be headed by
a Director who shall be appointed by the County Executive and shall serve at the
pleasure of the County Executive. The head of the Department shall be responsible to
the County Executive for the poper performance of the Department.

(c) Responsibilities of the Department

The Department of Human Resourcesshall have the
responsibility to:

0] Direct all administrative and technical
activities and all provisions for personnel actionsn this ordinance and personnel
rules;

(i) Recruit and examine applicants for
employment;

(i)  Provide methods for determining the
merit and qualifications of candidates for appointment or promotion;

(iv)  Certify which applicants are quéfied and

are eligible for employment;

(V) Develop and maintain a compensation
plan;

(vij Develop and maintain a position
classification plan;




(vi) Develop and implement a performance
evaluation system;

(viii)  Establish a system for reduction in force,
lay-offs, demotions, transfers, and promotions;

(ix)  Establish a system for discipline, grievance
hearings, and appeals for all employees not covered by an employee contract;

(x) Establish a system for the redet,
acknowledgment, and recording of suggestions of employees for improving County
government;

(xi)  Establish procedures for maintaining
attendance and leave records and actions based on these records;

(xii)  Develop training programs in coopeation
with directors and elected officials;

(xiii)  Promote employee activity programs;
(xiv) Maintain all employee personnel records;

(xv) Prepare and recommend revisions and
amendments to the Personnel Code;

(xvi) Develop and foste programs for the
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(xvii) Certify Personnel Change and Payroll
Authorization Forms;

(xviii) Conduct contract negotiations;

(xix) Review, evaluate, and report compliance
or noncompliance with the Personnel Code and collective bargaining agreements;

(xx) Develop and administer employee benefit

and insurance programs;

(xxi) Develop policies and procedures
governing relationships with employee organizations;




(xxii) Develop  policies and  procedures
governing persons holding provisional, probationary, or temporary appointments;

(xxiii) Submit to the County Council a quarterly
statistical review of County employment;

(xxiv) Perform the duties and exercise the
powers as prescribed by law for the various federal programs;

(xxv) Insure the highest level of service from
State and federal agencies to eligible veterans;

(xxvi) Provide adequate information to eligible
veterans of servces available to them from County, State, and federal agencies;

(xxvii) Prepare and update Affirmative Action
Plans for Erie County and insure compliance with Equal Employment Opportunities
legislation;

(xxviii) Advise officials of any changesof
legislation regarding Equal Employment Opportunities (minorities, status of women,
etc.);

(xxix) Attend and participate in meetings with
other municipal, public, and private agencies involving the Department of Federal
Programs mandate; and

(xxx) Perform such other duties as may be
assigned or delegated by the County Executive.

(d) Organization of the Department

Director

Department of Planning

(@) Function of the Department

The Department of Planning shall be regmsible for
providing planning services to the County of Erie with the assistance of the Erie
County Planning Commission (ECPC).

(b) Department Head
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The Department of Planning shall be administered by a
Director of Planning who shall ke appointed by the County Executive and shall serve
at the pleasure of the County Executive. The director shall be responsitite the
County Executivefor the proper performance of the department.

(©) Responsibilities of the Department

A ()  Devedop and maintain an Erie County
#1 1 DOAEAT OEOA o1 AT AT A
planning and land use regulatory efforts;

(i) Perform reviews and prepare
recommendations, pursuant to Act 247 of 1968 as amended: éhPennsylvania
Municipalities Planning Code, pertaining to local planning and zoning, including
changes in local zoning maps, amendments of zoning and subdivision ordinances, and
adoption of new municipal comprehensive plans, and all subdivision and land
development proposals in Erie County;

(i)  Administer and manage planning and
construction projects in conjunction with numerous Federal and State grant
programs;

(iv)  Coordinate and manage all administrative,
programmatic, and planning and construction-related activities from contractor
and/or consultant selection to final audit reporting for planning and construction
projects;

(V) Educate and increase awareness of
planning and recycling initiatives; and to instruct the public and municigl officials as
to long-range community development projects, available grant funding, and other
planning issues;

(vi) Provide outreach to all municipal
governments in promoting intermunicipal/regional efforts;

(vi) Review and respond, as required, to
federal and sate agency initiatives/programs;

(viii) Provide administrative and technical
assistane for Countysponsored projects

10. Department of the Public Defender
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@) Function of Department

The Departmentof the Public Defender shall have and
exercise all powers and duties now or hereafter conferred upon the Public Defender
by applicable law.

(b) Department Head

The Department of the Public Defender shall be headed
by the Public Defender who shalbe appointed by the County Executive and shall
serve at the pleasure of the County Executive. The Public Defender shall be duly
admitted to the practice of law in the Commonwealth of Pennsylvania and shall be
responsible to the County Executive for the npper performance of the department.

(c) Responsibilities of the Department

The Department of the Public Defender shall have the
responsibility to:

® Certify to the Court Administrator the
eligibility for free legal counsel toindigent criminal defendants who are denied
Public Defender assistance due to a conflict of interest; and

(i) Have and exercise all powers and duties

now or hereafter conferred upon the Public Defender by applicable law.

(d) Organization of De partment

The Department of the Public Defender shall be made up
of the Public Defender, Criminal Defense Unit, comprised of the Public Defender and
such Assistant Public Defenders as may be authorized by the County Council and
appointed by the CountyExecutive, which shall carry out the responsibilities set forth
in subparagraphs (c) (i) and (ii) above.

11. Department of Public Safety

(@) Function of Department

The Department of Public Safety shall provide, maintain,
improve and upgrade 911 emegency call taking and dispatch services in Erie County
by utilizing the most modern equipment and technology available. It is also the
mandate of the department to advocate for all public safety agencies in the County
relative to areas of concern, to inlade, but not limited to categories such as training,
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equipment, emergency procedures, facilities, and corrections procedures. Finally, it
is imperative the department provide comprehensive emergency management and
Hazmat services to ensure the safety athe public, funding of equipment, and
coordination of Federal, State, and Municipal disaster prevention and response.

(b) Department Head

The Departmentof Public Safety shall beneaded by a
Director who shall be appointed by the County Executive and al serve at the
pleasure of the County Executivelrhe head of the department shall be responsible to
the County Executive for the proper performance of the department.

(c) Responsibilities of the Department

The Department of Public Safety shall have ¢h
responsibility to:

0] Provide public safety call taking and
dispatch serviceswithout interruption, twenty four hours a day, seven days a week;

(i) Provide public service information to the
community and emergency respone agencies regarding 911 issues;

(i)  Provide training and quality assurance
services as requiredoy State Regulations;

(iv)  Provide preventative maintenance to
existing emergency communicatn sites throughout the County;

(V) Facilitate the design, equipment purchase,
and implementéion of a comprehensive, interoperable communications system that
will service all public safety agencies;

(vi)  Facilitate the consolidation of countywide
communications resources, to include the expansion of wireless technology,
enhancement of staff expertis and competency, and data sharing;

(vii) Develop and update a County Emergency
Operations Plan that is in concert with the State Emergency Operations Plan and
meets national incident management system requirements

(viii) Develop, equip andmanage the County
Emergency Operations Center and Staff comprised of personnel from necessary
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County departments, agencies, community disaster response partners and
volunteers;

(ix)  Coordinate emergency and disaster
responses when a disaster affesttwo or more municipalities in Erie County or with
those municipalities that have exhausted their local resources and ragst
assistance from the county;

x) Develop and implement disaster |
preparedness initiatives within the county that enhance theAl | | Ol EOU0 O AQEI
prepare, respond and recover from disaster;

(xi) Develop and foster partnerships with
assisting and supporting agencies, organizations and government entities ensuring
that both formal and informal lines of communications areopened and maintained
for effective disaster prepredness, response and recovery;

(xii) In concert with the Local Emergency
Planning Committee (LEPC) maintain a viable Hamlous Materials Safety Program;

(xiii)  Recruit, train, equip and, depdy as
necessary suitable volunteers to assist in preparedness, response and recovery
efforts within the county, including but not limited to Radio Amateur Civil Emergency
Services (RACES), Community Emergency Response Teams and, other disaster
assistanceteams;

(xiv) Assemble and maintain equipment and
supplies cache to meet the immediate needs of the community until outside state and
federal resourcescan be mobilized and deployed;

(xv)  Ensure staff members obtain
Pennsylvania Emergency Maagement Agency Basic, Advanced, and Professional
certifications and successfully complete 72 hours of agepcapproved continuing
education;

(xvi) Assist the Erie County Planning
Department and County Planning Commission with updating the Erie Countya#ards
Vulnerability Plan by updating the Hazards and Muaerability section of the Plan;

. o (xvii) During a declared county disaster, ensure .
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County Emergency Operations Center



(xviii) Assist in developing and maintaining
supporting plans including, but not limited to, dam emergency action plans, special
events plans, school plas, critical facilities plans.

(d) Organization of the Department

The Department of Pblic Safety shall be made up of the
following:

Director

Deputy Director/Chief of Operations

Technology

911 Operations

Emergency Management and Hazardous Materials

Operations

Department of Veterans Affairs

€) Function of the D epartment

The Department of Veterans Affairs shall be
responsible for administering those resources that directly/indirectly positively
affect the health and economic welfare through resources provided by the federal,
state and local authorities.

(b) Departme nt Head

The Department of Veterans Affairs shall be
headed by a Director who shall report to the County Executive for the proper
performance of the department.

Responsibilities of the Department

The Director of Veterans Affairs shall &ve the

responsibility to:

0] Direct all the administrative and technical
All DPOiI OEOEITO &I O 6AOAOA

(i) Managing the Department of Veterans
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Affairs;
(i)  Preparingthe annual budgetand
approving expenditures for the Department

(iv)  Hire and arrange training forall
employees

(V) Maintain records secuely and ensure
quality control among staff during the claims preparation process

(vi)  Serveas an advocate for Veteranand
their families;

(vii)  Attend applicable functions in the
community;

(viii)  Attend annual continuing education and
advancedtraining conferences

(ix)  Collaborate with Veterans Treatment
Court;

(x) Collaborate with local Veerans resources,
Erie VeteransAffairs Medical Center, Erie Vet Center, andnty resources of
relevance toVeterans,

(xi)  Apply for relevant grants that will assig
the Department as they apply to outreach

(xii)  Develop and maintain a County wide

communication strategy;

(xiii)  Provide information to the public as
requested

(xiv) Devise and implenent collaborative
strategies topromote Erie County as a destination for relocating Veterans

(xv)  Collaborate with area employers to
establish procedures in the hiring of Veterans

(xvi) Collaborate with the Erie County Health
Departmentand local agencies in devising and implementma strategy to combat
Suicidesamong the Veteran population
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(xvii) Implement quality asD O

getfeedbackfrom the public;

(xviii) Assist Veterans and thi families in
securing County State, and Federal benefits, enrolling in VA Healthre and connect
with community resources

(xix) Perform on-site home visits as needed

(xx)  Perform suc other duties as may be
assigned ordelegated by the County Executive

@) Organization of the Department

Director
Veterans Affairs Coordinator

Section 3 Offices Headed by Elected Officials

A. General Provisions

1. There shall be hose elected officials as established by
the Charter, Article V.

2. Elected officials who head the elected offices shall abide
by the prescribed Financial Procedures as outlined in Article IV of this Administrative
Code, the Purchasing Policy and Predures as outlined in Article 1ll of this
Administrative Code, and by the procedures outlined in the Personnel Code.

3. Elected officials who head the elected offices shall
establish and maintain a system of filing and indexing records and reports in
sufficient detail to furnish all information necessary for proper control of
departmental activities. This system shall form a basis for periodic reports to the
County Executive and the County Council.

4. It shall be recognized by all elected officialthat each is
serving the citizens of the County of Erie, and that such service will be most efficiently
accomplished by an atmosphere of willing cooperation and coordination with other
departments and officials.

5. Except for County vehicles operatecby duly Elected
Officials, all County vehicles, owned or leased, shall be parked on County property
after 4:30 p.m. Elected Officials shall log the mileage of all County vehicles on a daily
basis and make such logs available for inspection by the Directof Administration
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or his designee. Elected Officials may approve the use of County vehicles after 4:30
p.m. provided the use is connected to the duties of the Elected Official and mandated
under State Law, the Home Rule Charter or the Administrative Cod€he Elected
Official shall log the use and mileage of County vehicles used after 4:30 p.m. on a daily
basis and shall make such logs available for inspection by the Director of
Administration or his designee.

B. Office of Clerk of Records

1. Functio n of the Office

The Office of the Clerk of Records shall perform all the functions
which otherwise would be performed by the Prothonotary with respect to civil
matters, by the Clerk of Courts with respect to criminal matters, by the Recorder of
Deeds wth respect to real estate matters, and by the Register of Wills and Clerk of
| OPEAT O #1 OO0 S$EOEOEI1T xEOE OAOPAAO OI
Division matters, as well as any additional functions conferred by resolution of
County Council statute, rule of court, or order of court of competent jurisdiction.

2. Office Head

The Office of the Clerk of Records shall be headed by the Clerk
of Records who shall be elected at large by the qualified voters of the County of Erie.

The term ofoffice shall begin with the first day of January next following the election
and shall be for four (4) years.

3. Responsibilities of the Office

The Office of the Clerk of Records shall have the responsibility

@) File, index, and maintain astody of pleadings and other
legal papers relating to legal actions in the Civil Division, Criminal Division, and
Orphans Court Division of the Court;

(b) File, index, and maintain custody of all records which
otherwise would be held by the Prothonotay with respect to civil matters, by the
Clerk of Courts with respect to criminal matters, by the Recorder of Deeds with
respect to real estate matters, and by the Register of Wills and Clerk of Orphans Court
$EOEOEIT xEOE OAODA A @heldrphahdGodtDiisich ddtterd O O A
(c) Maintain custody of the seal of the Court;

(d) Sign and affix the seal of the Court to all writs, process,
certificates, and exemplifications of records and processes;
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(e)  Administer oaths and affirmations in conducting the
business of the office;

() Administer oaths of office to all deputies of County
offices and to Notary Publics appointed by the Commonwealth of Pennsylvania and
make a record thereof;

(9) Enter and sign all judgments and ackneledge the
satisfaction of judgments or decrees entered of record;

(h) Collect and record all costs, fees, and taxes required by
law for filing pleadings and other legal papers;

M Prepare and transmit such reports of the civil and
criminal business of the Court as may be required by law;

{)] Exercise jurisdiction over the probate of wills, the grant
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estates as required by law, together with the power to issue spioenas and
commissions or rules to take the depositions of witnesses in aid of said jurisdiction;

(k)  Act as collection agent for the Commonwealth of

Pennsylvania and County of Erie for the collection of all fines and forfeitures, for the
Commonwealth of Pennsylvania, County of Erie, and Commonwealth political
subdivisions for the collection of taxes due for the filing and recording of pleadings,
legal papers, deeds, and other civil records, and for the Commonwealth of
Pennsylvania for the collection ofPennsylvania inheritance and estate taxes; to
prepare reports of these collections; and to remit these collections according to law;

) Assist attorneys, searchers, and the general public to
locate pleadings, legal papers, and other records; and

(m)  Perform such other duties which otherwise would be
performed by the Prothonotary with respect to civil matters, by the Clerk of Courts
with respect to criminal matters, by the Recorder of Deeds with respect to real estate
matters, and by the Register bWills and Clerk of Orphans Court Division with respect
01 AAAAAAT 066 AOOAOAO AT A T OEAO |/ OPEAT O
conferred by resolution of County Council, statute, rule of court, or order of court of
competent jurisdiction.

4, Organization of the Office




(@)  The Office of the Clerk of Records shall be made up of the
following personnel:

The Clerk of Records;

The Deputy Clerk of Records who shall act in place of
the Clerk of Records in the event of a temporary
absence orincapacity. Such Deputy Clerk of Records
shall not be a separate position. The Clerk of Records
shall appoint one of the employees of the four
divisions set forth below to act as such Deputy in the
event of the temporary absence or incapacity of the
Clerk of Records; and

First Deputy Prothonotary

First Deputy Clerk of Records
First Deputy Register of Wills
First Deputy Recorder of Deeds

Such other qualified staff as necessary.

(b)  The Office of the Clerk of Records shall be made up of the

following divisions:
Recorder of Deeds
Clerk of Courts
Register of Wills
Prothonotary

C Office of Controller

1. Function of the Office

The Office of Controller shall perform the function of
maintaining a continuous audit and preparingan annual postaudit of all County
revenues and accounts.

2. Office Head

The Office of Controller shall be headed by the County Controller
who shall be elected at large by the qualified voters of the County of Erie.

3. Responsibilities of the Of fice

The Office of the Controller shall have the responsibility to:
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@) Insure that all payments and obligations incurred by the
County and each of its agencies, boards, commissions, departments, and offices are in
accordance with the law, the Chder, contracts, and/or established procedures, and
report any exceptions which have not been rectified to County Council;

(b)  Report the results of an annual posaudit to the County
Council and to the County Executive within three months of the clos# the
applicable fiscal year following the procedures provided for in Article 1V, Financial
Procedures, Section 12, of this Administrative Code;

(c) Conduct special audits as requested by the County
Council or the County Executive, or as the Conttef deems necessary following the
procedures provided for in Article 1V, Financial Procedures, Section 12, of this
Administrative Code;

(d) Require by subpoena and examine under oath such
persons, documents, and records of each agency, board, commissidepartment, or
office of the County as the Controller may deem necessary;

(e) Retain independent legal counsel, when deemed
necessary by the Controller;

() Cooperate with other audit or evaluation organizations,
such as the Auditor General ohie Commonwealth, in order to maximize the extent of
intergovernmental audit coordination;
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mandated by Act 76 of 1982 by the General Assembly of the Commonwealth of
Pennsylvania; and

(h)  Perform such other duties as are required by the terms
of the Purchasing and Sale Procedures set forth in Article Il of this Administrative
Code.

Organization of the Office

The Office of Controller shall be made up of the Deputy
Controller and other qualified staff necessary to carry out the function and
responsibility of the office.

5. Post-Audit

Upon recommendation by the Controller that an audit by the
Commonwealth or by the United States of America is adequate, the County Council
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may, by resolution, exempt from County audit an agency whose records and accounts
are audited each year by or with the approval of those governments.

D. Office of Coroner

1. Function of the Office

There shall be an Office of Coroner, which shdle responsible
for the investigation of all deaths which occur without prior medical attention, deaths
where the physician is unable to certify the cause of death, and those deaths due to
unnatural causes or violence, which include all accidents, suicidemyd homicides,
and to rule as to the manner of death. He must approve all cremations and organ
donations in this County, and is responsible for identification and proper disposal of
all unclaimed bodies.

2. Office Head
The Office of Coroner shalbe headed by the County Coroner
who shall be elected at large by the qualified voters of the County of Erie. The term
of office shall begin with the first day of January next following the election, and shall
be for four (4) years.

3. Responsibilities _of the Office

The Office of Coroner shall have the responsibility to:

@) Order postmortem examinations and witness the same
when necessary;

(b) Cooperate with all law enforcement agencies;

(c) Consult and advise with the District Attorneyin any
suspected criminal death;

(d) Hold inquests in certain cases with subpoena power and
power to administer the oath;

(e)  Assume jurisdiction of bodies and personal effects falling
under his purview and not allow them to be moved or released ithout the consent
of the Coroner;

) In appropriate cases, arranges for transportation of
remains to the County morgue or to private mortuary facilities or elsewhere in
accordance with the wishes of survivors;

44




(9) Establish and operate the Countynorgue and appoint a
gualified person to be in charge of the same with a salary to be set by the County
Executive;

(h) Submit reports of all death investigations to the Clerk of
Records (Prothonotary Division);

0] Complete medical portions of dedt certificates for cases
under his purview, particularly in every case referred by Vital Statistics;

()] Submit reports of every traffic fatality to the Bureau of
Accident Analysis, Safety Statistics Division, in Harrisburg, and details of infant death
to the appropriate agencies;

(k)  Appear and testify at hearings and jury trials when
required,;

() Take responsibility for notifying next-of-kin of
decedents;

(m) Beon call 24 hours a day, 7 days a week; and

(n)  Conduct or participate in training sessions for

emergency medical technicians, paramedics, law enforcement personnel, and similar
persons as required.

4. Organization of the Office

The Office of Coroner shall be made up of the following:

The Coroner
Chief Deputy Coraer
One or More Full-Time Deputy Coroners
Such other Deputy Coroners and staff as necessary
Secretary
Autopsy Staff
(@) Forensic Pathologist
(b)  Autopsy Technician(s)
(© Other Expert Consultants, as needed

Office of District A ttorney

1. Function of the Office
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The Office of the District Attorney shall be responsible for the
preparation and prosecution of all criminal matters and other prosecutions in the
name of the Commonwealth and for making investigations to obtain edeénce and
investigations of misconduct by officers connected with the administration of
criminal law.

Office Head

The Office of District Attorney shall be headed by the District
Attorney who shall be a resident of Erie County, learned in the lavand who shall
have resided in Erie County for a period of at least two (2) years immediately
preceding election or appointment to the office. The District Attorney shall have been
admitted to practice as an attorney before the Supreme Court two (2) yeaysior to
the time of taking the oath of office of District Attorney.

The District Attorney shall devote full time to the office. The
District Attorney, while in office, shall not derive any other income as a result of the
necessary legal education ahbackground from any source, including, but not limited
to, income derived from legal publications or other publications dealing with matters
related to the Office of District Attorney, lectures, honorariums, profit shares, or
divisions of income from anyfirm with which the District Attorney was associated
prior to election or appointment. This limitation shall not be construed, however, to
preclude payment of fees earned for legal work done prior to, but not concluded until
after the election as Distri¢ Attorney. In addition, the District Attorney shall not
engage in any private practice and must be completely disassociated with any firm
with which the District Attorney was affiliated prior to election, nor shall the District
Attorney accept any civilor criminal cases after election to office. The District
Attorney shall be subject to the canons of ethics applied to Judges in the Courts of
Common Pleas of the Commonwealth of Pennsylvania insofar as such canons apply to
salaries, fulitime duties, andconflicts of interest. In addition, pursuant to 16 P.S.
sptmpj ¢Qh 1 OO1 O1T AU OOEAIT I
($1,000.00) lower than the compensation paid to a judge of the Court of Common
Pleas in the respective judicial distric

3. Responsibilities of the Office

The Office of the District Attorney shall have the responsibility
€) Prepare all Information;
(b) Conduct in court all criminal prosecutions in the name of

the Commonwealth, or when the Commonwedit is a party, which arise in Erie
County;




(c) Perform all duties which, prior to May 3, 1850, were
performed by Deputy Attorney Generals;

(d) Perform all duties conferred upon the office by other
Commonwealth statutes;

(e) Make investigations trough the County Detective as to
misconduct of magistrates, constables, and other officers in tredministration of
criminal law;

() Make investigations to obtain evidence.

Organization of Office

The office of District Attorney shall be madeip of the following:

€) Such assistants as shall be appointed by the District
Attorney to assist in the discharge of the duties of the District Attorney, who shall
serve at the pleasure of the District Attorney, and whose number and compensation
shall be in accordance with budget limitations, one of whom shall be designated as
the first assistant. Such first assistant shall, in the absence of the District Attorney
from the jurisdiction or during any disability to perform the duties of the office
through sickness or other cause, be vested with all duties, powers, and privileges
given by law to the District Attorney;

(b) One Chief County Detective and other County Detectives
shall be appointed by the District Attorney to serve at the pleasure of thHgistrict
Attorney, and whose number and compensation shall be in accordance with budget
limitations.

Office of Sheriff

1. Function of the Office

There shall be an Office of Sheriff which shall have and exercise
all powers and dutiesprovided under the laws of the Commonwealth of Pennsylvania
and the County of Erie.

2. Office Head




The County Sheriffwho shall be elected at large by the qualified
voters of the County of Erigshall head the Office of Sheriff The term of office shal
begin with the first day of January next following the election athe County Sheriff
and shall be for four (4) years.

3. Responsibilities of the Office

The Office of Sheriff shall have thillowing responsibilities:

(@) To serve as an Offiaeof the Courts, to serve writs,
complaints and other forms of process, court orders, warrants and notices and, when
ordered by the Court, to enforce Court orders;

(b) Provide and maintain courtroom security;
(c) Provide and maintain courthouse segrity;
(d) Provide transportation for:

0] Erie County Prison inmates;

(i) Juvenile Detention Facility inmates;

(i)  Mental health patients;

(iv)  Persons involved in proceedings before the Office
of Children and Youth;

(V) Caunty jail inmates outside of Erie County and
State Correctionallnstitution inmates; and

(vi)  Extradited persons, as required for Erie County

judicial proceedings.

(e) Issue firearm licenses to qualified residents of the
County;

() Conduct saks of real estate and personal property
located in Erie County in accordance with the Pennsylvania Rules of Civil Procedure;
and

(9) Perform such additional and related duties as may be
prescribed by County Council pursuant to the Erie County Home Rul#narter and the
Administrative Code of Erie County.

4, Organization of the Office

The Office of Sheriff shall be made up of the following:
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Sheriff

Chief Deputy

Deputy Chief

Such other Deputies as necessary

Section 4 Sixth Judicial Distr ict of the Commonwealth of Pennsylvania, the
Court of Common Pleas of Erie County

A. General Provisions

1. The department heads appointed by the Presidentutige shall
abide by the prescribed Financial Procedures as outlined in Article IV of this
Administrative Code, the Purchasing Policy and Procedures as outlined in Article Il
of this Administrative Code, and by the procedures outlined in the Personnel Code.
This applies to the Department of Domestic Relations, Adult Probation, Juvenile
Probation, end Court Administration.

2. The department heads appointed by the Presidentutige, in
addition to the duties and responsibilities hereinafter prescribed in this Section 4,
shall perform such duties and exercise such responsibilities as mag directed o
assigned by the udges.

B. Courts and Related Offices

1. Court of Common Pleas

(@)  The Court of Common Pleas of the Sixth Judicial District
is composed of nine Judges, and is responsible for carrying out all functions mandated
by law.

(b) EachJudge of the Court of Common Pleas of the Sixth
Judicial District is responsible for the selectiorof full- and part-time tipstaff, law
clerks, secretaries, and other personnel authorized by County Council.

2. Court Administration

€) Function of the Department

The department of Court Administration is responsible
for the scheduling of all matters before the courts of the Sixth Judicial District. Subject
to the authority of the President Judge of the Sixth Judicial District, the department
also supervises certain personnel employed by the courts.

(b)  Administrators
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The court administrators (District Court Administrator,
Deputy Court Administrator, and Assistant Court Administrator) of this division are
appointed by the President Judgef the Sixth Judicial District and are employees of
the State of Pennsylvania, subject to the powers of the Supreme Court of Pennsylvania
contained in Rule503 of the Pennsylvania Rules of Judicial Administration. The court
administrators shall possess hose qualifications established by the Judges of the
Sixth Judicial District and by the Administrative Office of Pennsylvania Courts.

(c) Responsibilities of the Department

The department of Court Administration, pursuant to the
powers vested in t by the Court of Common Pleas of the Sixth Judicial District, shall
have the following responsibilities:

0] Carrying out those functions assigned to it,
pursuant to the Pennsylvania Rules of Judicial Administration, Pennsylvania Rules of
Civil and Giminal Procedure, and the Rules of Procedure of the Court of Common
Pleas of the Sixth Judicial District;

(i) The scheduling of and assigning to the respective
Judges, those civil and criminal actions at law and in equity requiring either a jury or
anon-jury trial;

(i)  The scheduling of compulsory arbitrations
conducted pursuant to the Act of June 16, 1836, P.L. 715, as amended, 5 P.S. 821, et
seq.;

(iv)  The scheduling of and assigning to the respective
Judges all matters involving familycourt, juvenile court, and orphans court:

(@  Juvenile Delinquency and Dependency;

(b) Divorce, Equitable Distribution and
Related Issues;

(c) Child and Spousal Support;

(d) Child Custody;

(e)  Adoption, Termination of Parental Rghts;

() Guardianship;

(@)  Wills, Estates and Trusts; and

(h) Protection From Abuse

(V) The selection, scheduling and supervision of law
librarian and employees in the administrative office, custody counseling office, and
court stenographers, subject to the approval of the President Judge of the Sixth
Judicial District;




(vi)  Submission of the payroll for court related
personnel, other than those employed in Probation and Domestic Relations
Department;

(vii)  Preparation and submssion to the Supreme
Court of Pennsylvania, a monthly report documenting the disposition of all matters
before the court for the preceding month;

(vii) The compiling and scheduling of all monthly
arraignment lists pursuant to State and Local Rulesf €riminal Procedure;

(ixX)  The compiling and scheduling of all monthly
Criminal Trial Term Lists pursuant to State and Local Rules of Criminal Procedure;

(x) The scheduling of criminal defendant guilty pleas
and sentencings;

(xi)  The schedling of Special Probationary Program
Hearings;

(xii)  Preparation and submission to the President
Judge of the Court of Common Pleas of the Sixth Judicial District, periodic reports on
statistical activity of the Trial Division and Family Division;

(xiii)  Conferring with the District Attorney, Public
Defender, and private attorneys to determine ready status of cases scheduled for trial;
implementation of a computerized jury selection process using a data base of the
current Erie County Voter Registration list and a list of Erie County licensed drivers
over 18 years of age. The department shall have the responsibility for the impaneling
and summons of persons to serve for each term of the grand jury and each term of
court;

(xiv) Assigmment of counsel in capital cases and to
indigent criminal defendants certified as eligible by the Public Defender, but who are
denied Public Defender representation due to a conflict of interests; and

(xv) Coordination of the interrelated resources ad
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Probation Offices, and Private Defense Counsel to achieve a smooth continuous flow
of criminal cases through court.

(d) Organization of the Department

The Department of Court Administration shall be
composed of the Trial Division (Civil and Criminal) and Family Division.
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The District Court Administrator shall directly
coordinate all budget submissions and monitor financial activity on a monthly basis
of all Court departments (Court Administration, Adult Probation, Domestic Relations,
Juvenile Probation, and Magisterial District Judges) and shall report this activity to
the President Judge.

C. Department of Magisterial District Judges

1. Function of the Department

The department of Magisterial District Judgeshall provide all
necessary financial, personnel, administrative, and other support to the various
Magisterial District Judges as the same shall be from time to time established in
accordane with the Pennsylvania Constitution and applicable law.

2. Department Head

The department of Magisterial District Judges shall be headed
by the Deputy Court Administrator who shall be appointed by the President Judge of
the Court of Common Pleas dfie Sixth Judicial District, and shall serve at the pleasure
of the said President Judge. The Court Administrator shall exercise such functions as
may be lawfully delegated to him by the said President Judge, and shall be responsible

to the President Jude for the proper performance of his duties.

3. Responsibilities of the Department

The responsibilities of the department are:

(@) To find a suitable location for each Magisterial District
Judge to set up an office and make all the necessaryargements with the County for
the leasing of said office, furnishing supplies, equipment, and services and qualified
secretarial help in accordance with general County financial and personnel rules and
regulations;

(b) To conduct educational classes forthe Magisterial
District Judges and constables in substantive law, procedure, and ethics, and to keep
the Magisterial District Judges abreast of changing law on a weekly basis;

(c) To set up a schedule for the Magisterial District Judges to
attend continuing education classes according to the Pennsylvania Constitution;

o . (d)  To arrange for periodic seminars attended by officials i
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office;
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(e)  To accept all grizances by attorneys and the public and
to investigate and process the same and submit a report to the President Judge;

() To get the approval of the Court of Common Pleas for the
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there are at least two(2) Magisterial District Judge on duty throughout the County,
twenty-four (24) hours per day;

(@) To uphold the dignity and integrity of the Magisterial
District Judges and assign the Magisterial District Judgespreside over cases outside
their territorial jurisdiction when an individual litigant feels that his case may be
prejudiced by the Magisterial District Judge permanently sitting in that district;

(h) If vacancies for constables exist before an eleoti, the
department can present petitions and motions for the appointment of constables to
the Court of Common Pleas. The department is responsible for all other matters
relating to constables;

® To be liaison officer between the Magisterial District
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Prothonotary, County Controller, Housing Authority, School District, and other
governmental offices relating to the procedures of the Magisterial District Judges in
conjunction with their offices;

()] Such other duties as may be lawfully delegated by the
President Judge of the Court of Common Pleas of the Sixth Judicial District; and

(k)  To provide for a public hearing before the decision is
made to effect the elimination and/or consolidation of Magisterial District Judge
districts.

Organization of Department

The organization of magisterial districts and the appointment of
Magisterial District Judges shall be as provided in the Pennsylvania Constitut and
applicable law.

D. Department of Domestic Relations

1. Function of the Department

The Domestic Relations Section (DRS) shall be responsible for
the entry, including but not limited to, docketing the actions filed and the enforcement
of orders of support through the Pennsylvania Child Support Enforcement System

53



(PACSES). This responsibility also includes that all support payments are mailed
directly to the State Collection and Disbursement Unit (SCDU) in Harrisburg,
Pennsylvania with the asistance from Erie County, Pennsylvania for prompt
identification of unknown and/or misapplied funds distributed by the State. DRS also
has the responsibility to lessen the court load through mediation and making orders
of support by agreement.

2. Department Head

The Domestic Relations Section shall be headed by the Director
of Domestic Relations who shall be appointed and will serve at the discretion of the
Court.

Responsibilities of the Department

The Domestic Relations Section shall havthe power and
authority to carry out the following duties and responsibilities:

@) Entry of the Complaint for Support and Petition for
Modification, including the suspension or termination of existing court orders within
Erie County, PennsylvaniaEntry of necessary documents to obtain support where a
defendant resides outside of Erie County, Pennsylvania, including registrations;

(b) Location of absent parents and establishment of
paternity, through the coordination of genetic testing, if apptable;

(c) Mediation to establish court orders for support and any
modification;

(d)  Adhere to strict collection and disbursement guidelines
pertaining to SCDU,;

(e) Collect and enforce fees due on court cases pertaining to
support;

() Enforce collection of court orders of support by all means
available, including but not limited to: income attachments, lottery winnings,
submission to the credit bureau, IRS intercept, suspension of professional and driver
license, execution of property liensFIDM (Financial Institution Data Match), STROP,
petition for contempt of court, television broadcasting, and the newspaper
submission of delinquent defendants, or simply mediation;

(9) To make monthly and statistical reports to the
Department of Public Welfare under Title IV-D and to the Federal Office of Child
Support Enforcement;

(h)  To submit monthly reports to the Court;
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0] To make any other reports and in such form as may be
required,;

0)] To attend and participate in support cases;

(K) To attend and participate in any seminar or workshop
that may prove helpful or serve to enlighten the knowledge of Domestic Relations;

() To maintain an effective liaison with governmental
agencies as may be required; and

(m) To administer and direct all activities for personnel
actions.

Organization of the Department

Director

(b)  The Enforcement Office enforces Child Support Orders
using the remedies which are provided by the State of Pennsylvania. These remedies
include the sazing of assets, driver licenses and professional licenses. Also included
are Credit Bureau reports, the interception of Federal and State income tax returns as
well as incarceration for the failure to pay child support.

(c)  The Financial Office, which in addition to processing
liens by operation of the law, location of absent parents and IRS intercept, shall carry
out the responsibility of operations defined under the State Collection and
Distribution Unit (SCDU), including identifying and resolving rsapplied payments
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(d) The Intake Office, which shall carry out the
responsibility of administering to and preparing complaints for support and petitions
for modifications, including terminations, for thoseparties who reside in and out of
the County of Erie; to establish paternity for nommarital children, through the
coordination of genetic testing, when applicable; to schedule and process de novo
court hearings upon demand; assist in the location of abseparents; and the creation
and maintenance of dockets for all support claims, process welfare claims, and
assignments; and

(e) The Conference Office which shall carry out the
responsibility of processing all applications for support and negotiatiorof support
orders. Support orders and modifications on existing support orders (including
suspensions and terminations) will be handled by the Conference Office, providing all
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parties are in agreement. If the parties do not agree, the conference officeill enter

a conference summary, allowing the parties ten days to reconsider the temporary
support order entered. If a demand for a hearing before a Judge is filed, the action
will be referred to the Court for disposition;

() The Customer Service Ofice addresses the needs of the
clients of Domestic Relations by preparing material for all new clients about the
PACSES system, defining terms, explaining the Child Support Web site, explaining the
process of their support cases through Erie County DomeéstRelations. They also
answer clients questions concerning their particular case and manage the reports
provided by the State to ensure the efficiency of the entire department in accordance
with Federal regulations.

(9) Each office shall have a supeisor and senior officer, and
shall consist of qualified personnel and other such staff as may be required and
authorized.

E. Department of Adult Probation

1. Function of the Department

The department of Adult Probation shall be responsible for th
supervision of those individuals under the jurisdiction of the Court of Common Pleas,

Criminal Division; for providing the Court with the information necessary for proper
adjudication; and any other treatment, rehabilitative, or information services thathe
Court may deem necessatry.

Department Head

The Department of Adult Probation shall be headed by the
Director of Adult Probation who shall be appointed by the President Judge, and shall
serve at the pleasure of the Court.

3. Responsibiliti_es of the Department

The Department of Adult Probation shall have the responsibility
to:

€) Supervise offenders adjudicated guilty and receiving a
sentence of probation and/or being released from the Erie County Prison on parole
for the balance oftheir sentence;

(b) Make all reasonable, legal attempts to insure compliance
with court orders and sentences of offenders;
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(c) Secure, organize, and present to the Court all information
required for proper adjudication of criminal cases;

(d) Develop and provide a referral system for proper
continuation of treatment and/or sentence compliance for criminal offenders;

(e) Provide for criminal justice programs, services, and
responsibilities as mandated by law and State regulation, as set by tRennsylvania
Board of Probation and Parole;

() Insure compliance with the sentence of the Court
including, but not limited to, collection of fines and court costs, case supervision,
treatment referral, and collection of Court ordered restitution.

(9) Investigate and gather information for the Court
necessary for proper adjudication and any other information as the Court may
require;

(h)  Arrest and detain offenders suspected of or being in
violation of their probation/parole order;

0] Any other duties and/or responsibilities, as required by

the Court or State that are within the framework of the Court and/or criminal justice
system; and

()] ARD- PWOV Program: The ARBPWOV Program shall
have the responsibility to:

® Supervisethose individuals accepted into the Erie
County Pretrial Diversion Program by the Court;

(i) Make all reasonable, legal attempts to insure
compliance with the conditions of acceptance into the program including, but not
limited to, collection of forfeitures and court costs, case supervision, treatment
referral, and collection of Court ordered restitution;

(i)  Provide the Court with such information as may
be required by the Court for proper placement into the program; and

(iv)  Investigate and prepare for the presentation to

the Court information regarding allegations of violations of the conditions of the
program in preparation for a revocation hearing.
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Department of Juvenile Probation

1. Function of the Department

The JuvenileProbation Department is the principle service body
of the Juvenile Court of the Sixth Judicial District and operates under the Act of
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functions of the Juvenile ProbatiorDepartment are:

(@) Intake - The screening of cases at the Juvenile Court level;

(b) Investigation - The procedure of preparing a psycho
social study of the background material for the Juvenile Court prior to a hearing;

(c) Supervision- The ad¢ of providing counseling service to
children who fall under the jurisdiction of the department;

(d) Other responsibilities as directed by the Administrative
Judge of the Juvenile Court.

2. Department Head

The Juvenile Probation Department shalbe headed by the
Director of Juvenile Probation Services and shall be a Chief Probation Officer. The
Chief Juvenile Probation Officer shall be appointed by the President Judge of the Sixth
Judicial District and shall possess those qualifications estaldtied by the Judges of the
Sixth Judicial District and the Juvenile Court Judges Commission of the Department of
Justice of the Commonwealth of Pennsylvania. The Chief Juvenile Probation Officer
shall be responsible to the Administrative Judge of the JuvéamiCourt and to the
President Judge of the Sixth Judicial District and shall be responsible for all
administrative functions within his or her department and for giving proper
leadership for those under his supervision.

3. Responsibilities of the Depart _ment

The department of Juvenile Probation shall have the
responsibility to:

€) Make investigations, reports, and recommendations to
the Court;

(b) Receive and examine complaints and charges of
delinquency or dependency of a child for the purpse of considering the
commencement of proceedings under the Juvenile Act;
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(c)  Supervise and assist a child placed on probation or under
protective supervision or care by order of the Court or other authority of law;

(d) Make appropriate referrals to other private or public
agencies of the community if their assistance appears to be needed or desirable;

(e) Take into custody and detain a child who is under
Probation Department supervision or care as a delinquent or dependent child if the
probatiil T T £Z£ZEAAO EAO OAAOT T AAT A AAOOA Oi
imminent danger, or that he or she may abscond or be removed from the jurisdiction
of the Court, or when ordered by the Court pursuant to the Juvenile Act, or that he or
sheviolated the conditions of his probation, and to secure detention pursuant to 42
P.S. 86301, et seq.;

() Perform all other functions designated by the Juvenile
Act or by order of the Court;

(g0 Any of the foregoing functions may be performed in
another state if authorized by the Court of this State and permitted by the laws of the
other state;

(h)  Develop and administer for the County of Erie an annual
Juvenile Probation Department budget;

0] Provide written policies and procedures whichclearly
describe the implementation of the Juvenile Act and orders of the Juvenile Court;

o _ ()  Comply with the standards promulgated by the Juvenile
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(k) Aid in the development and enactment of BE A # 1 O1
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)] Maintain all records and documents in a confidential
manner as required by law;

(m) Assist in the submission of quarterly reports to the
Department of Public Welfare in compliance with Act 148, as well as any other data
for reimbursement for services from the State/federal government;

(n)  Maintain an adequate staff to deliver services as required
by the Juvenile Court; and




o (0)  Maintain and devel@ coordination of community A
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court.

Section 5 Formation of Organizations or Corporations Within or Under or
Representing County Government

A. Authorities, Boards, Commiss ions, and Other
Organizations of County Government

1. General Provisions

(@)  All authorities, boards, commissions, committees,
and other organizations of County government shall be subject to Article Il, Sections
1(C) and 3(C) of the Home Rual Charter. Formation of committees may also be
established pursuant to Article Ill, Section 5(1), of the Home Rule Charter. Other
organizations or agencies formed within or under County government are to include
task forces, councils, and committees, regdless of other names that may be
assigned. Only those organizations thus formed and approved shall be considered
official County government organizations/agencies and subject to this code.

(b)  Appointment and removal of members of boards
and commissions shall be made in accordance with Article Ill, Section 5(K), of the
Home Rule Charter, or as otherwise provided in the Charter.

(c) Appointments and removal of members of authorities

shall be made in accordance with Article Ill, Section 5(L), ofi¢ Home Rule Charter,
or as otherwise provided in the Charter.

(d)  The appointment and removal of members of other
organizations shall be by the appointing authority with approval of County Council.

() To provide greater community involvement, the
composition of each authority, board, commission, or other organization of County
government shall reflect countywide representation with one resident from each of
the seven Council districts, unless otherwise as provided in the Charter or given
specific exception by approval of Council. Should additional qualifications (i.e.,
professional representation) be required, this criteria may be fulfilled by district
representation and additional membersat-large. Exception to the countywide
district representation shall be with approval of County Council.

The following are approved exceptions to district
representation due to the established nature and limits of same:
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Authorities :

Erie County Hospital Authority

Erie County Housing Authority

Erie County Redevelopment Authority

Erie Metropolitan Transit Authority

Erie County General Authority

Erie County Community Services Financing Authority

Boards and Commissions:

Board of Election and Registration Commission
Pleasant Ridge Manor Board

Board of Tax Assessment

Planning Commission

Retirement Board

Conservation District & Commission

() To enhance the communication between the Executive
and Legislative branches of County government, it is recommendddat the County
Executive notify the members of County Council of any anticipated expired terms or
vacancies of all authorities, boards, and commissions, or other organizations of
County government. A written notification should be made at least one monfrior

to the expired term or vacancy occurring.

(g0  To encourage Council participation in the appointment
process, it will be the prerogative of each Council member to submit to the County
Executive the name of a person to be considered for a spec#igpointment.

Exception: Recommendations for appointments to
authorities, boards, or commissions, or other
organizations of County government requiring
County Council district representation may
only be made by the County Council member
representing th e district in which the expired
term or vacancy occurs.
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prerogative, the County Executive may recommend to County Council for
appointment any person submitted by a Council member or another of the
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® To provide County Council with the opportunity to
review the qualifications of a prospective appointee, a resume must be submitted to
each Council member prior to an interview.

0)] To provide County Council members wh the
opportunity to question a prospective appointee, an interview must be held prior to
the public meeting at which confirmation is expected.

(K) Final approval of all appointees will be determined by a
majority vote of the entire County Council at gublic meeting.

)] Each authority, board, commission, or other County
organization shall be required to use the common administrative services of the
County for budgetary requirements, financial controls, and purchasing and personnel
procedures unles exception to do so is approved by County Council.

(m)  For purposes of coordination, all authorities, boards,
commissions, and other County organizations shall work in close cooperation with
the related department in County government. The coordinatn shall exist for
clerical services, reporting, budgeting, personnel, purchasing, data processing, and
other administrative services that may be necessary.

(n)  Each authority, board, commission, and other County

government organization is required tosubmit to the County Executive and to the
County Council an annual report of activities and financial expenditures and such
special reports as the County Executive and County Council shall require.

(0) Membership on authorities, boards, commissions, @h
other organizations shall not exceed two consecutive terms of office, or a maximum
of ten years, unless specific exception is made by County Council in approval of such
organization and functions of such organization.

(p)  Appointees to authorities, lbards, commissions, and
other organizations of County government shall be residents of Erie County and
shall continue residency throughout their term of office, unless an exception is
approved by County Council.

(9) Employees of Erie County may notesve as official
appointees to authorities, boards, commissions, and other organizations of County
government, except wheregequired by state or federal regulation, or County
Charter or statute. This ordinance shall apply prospectively to appointments mael
after the effective date of passage (August 23, 2016).

2. Common Procedures for Operations
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Council)

(To be developed by special committee and approved by

Listing of Authorities, Boards, Commissions, and Other

Organizations

(@)  Authorities

Erie County Hospital Authority

Erie County Housing Authority

Erie County Industrial Development Authority

Erie County Redevelopment Authority

Erie Metropolitan Transit Authority

Erie County Gaming Revenue Authority

Erie County General Authority

Erie County Convention Center Authority

Erie County Community ServicesFinancing Authority

Boards

Office of Children and Youth Advisory Board

Erie County Board of Election and Registration
Commission

Erie County Board of Health

Erie County Board of Tax Assessment Appeals
Erie County Library Services Advisory Board

Erie County Mental Health/ Intellectual Disabilities
Board

Erie County Retirement Board

Erie County Drug and Alcohol Advisory Board
Erie County Agricultural Land Preservation Board
Erie County Public Safety Advisory Committee

Commissions

Erie County Conservation District and Commission
Erie County Planning Commission
Human Relations Commission of Erie County

Other Organizations




Task Forces
Erie County Automation Task Force

Qouncils:

Erie County AIDS Council

Erie County Emergency Medical ServicesCouncil
Solid Waste Management Council

Agencies
Erie County EmergencyManagement Agency

Corporations
1. Formation

Any corporation formed under the County is subject to Article I,
Section3(C), of the Charter and must operate in accordance with the Charter,

Administrative Code, and laws of County, State and federal government and serve the
best interest of Erie County.

Erie County Care Management, Inc.
Articles of Incorporation




_
1. Erie County Care Management, Inc.

Articles of Incorporation

PENNSYLVANIA DEPARTMENT OF STATE
CORFPORATION BUREAU

Articles of Incorporation - Nonprofit
(15Pa.C.5.)

[X ] Domestic Nomprofit Corporation (§5306)
] Nompofit Cooperative Corporation (§7102B)

Name Document will be returned to

Thomas A. Tupitea the name and address you
Address enter to the jeft.

120 West Tenth Street - - =
City
Erie

G ith of F yivania
ARTICLES OF INCORPORATION-NON-PROFTT 4 Page(s)

o A A
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of the applicable provisions (melating asticles of incorporat corporations generally), the
perath T hereby state(s) that

I.  The name of the corporation is:
Erie County Care Management, Inc.

The (a) address of this corporation’s current registered office in this Commonwealth or (b} name of its commercial registered
office provider and the county of venue is:

(a) Number and Street City Statc Zip County

154 West 9 Street Erfe PA Erie_

(b) Name of Commercial Registered Office Provider County

3.  The corporation is i P d under the Nonprofit Corporation Law of 1988 for the following purposc or purposes.
See paragraph 3 of Exhibit "AM lththedhzmommudhu&

4.  The corporation does not contemplate pecuniary gain or profit, incidental or otherwise.
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